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List of Actions on eVision

	Action
	When to use
	What it does

	Make offer emails - offer to applicant
	They have the qualifications/points for the programme.

DO NOT USE IF:
· Interview course.
· Portfolio course 
· You are unsure 
	· Sends an email to Applicant.
· Confirms they have been made a provisional offer based on information they have provides and details next steps

	Reject Applicant – sends email to applicant
	They are NOT qualified for a programme. 

BEFORE REJECTING:
· Make sure you have captured all points
· You have considered other courses or FY 
	· Sends and email to the applicant. 
· Confirmation they are unsuccessful 

	Request Portfolio – sends email to applicant
	They have the qualifications/points for a programme requiring a portfolio.


	· Sends an email to the applicant.
· Request they send a portfolio. 
· It includes details on what the portfolio should contain and how to submit it

	Interview – Met Points Invite to Interview – sends email to applicant
	They have the points, but the programme requires an interview 

DO MOT TELL THE APPLICANT THEY HAVE A PLACE THEY HAVE JUST BEEN PASSED TO THE INTERVIEW STAGE AT THIS POINT
	· Sends email to applicant.
· Advises the applicant that they will be invited to an interview. 
· Admissions will contact them ASAP with a time for their interview.

	Offer – refer to AST for approval
	When you think applicant is qualified, but you want Admissions to double check.

YOU SHOULD ONLY USE THIS WHEN YOU ARE GENUINELY NOT SURE THIS SHOULD NOT BE THE DEFAULT

	· Sends the application to Admissions apply the final decision.

· Applicant receives a holding email

	[bookmark: _Int_d90q6u80]Reject refer to AST for approval
	When you think applicant is NOT qualified, but you want Admissions to double check.

YOU SHOULD ONLY USE THIS WHEN YOU ARE GENUINELY NOT SURE THIS SHOULD NOT BE THE DEFAULT
	· Sends the application to Admissions. 
· Admissions apply the final decision.
· Applicant receives a holding email

	Request Portfolio – Refer to AST for approval
	When you think applicant is qualified and requires a portfolio, but you want Admissions to double check.

YOU SHOULD ONLY USE THIS WHEN YOU ARE GENUINELY NOT SURE THIS SHOULD NOT BE THE DEFAULT
	· Sends the application to Admissions. 
· Admissions apply the final decision.
· Applicant receives a holding email

	Invite to interview – Refer to AST for approval
	When you think applicant is qualified and requires an interview, but you want Admissions to double check.

YOU SHOULD ONLY USE THIS WHEN YOU ARE GENUINELY NOT SURE THIS SHOULD NOT BE THE DEFAULT
	· Sends the application to Admissions. 
· Admissions apply the final decision.
· Applicant receives a holding email

	[bookmark: _Int_OMOWIsb5]Query refer to AST for follow up
	[bookmark: _Int_fSTsHHG7]When you have nonstandard qualifications or other query that need AST to refer 

PLEASE USE SUPERVISORS IN FIRST INSTANCE 
	· Sends the application to Admissions. 
· Admissions will contact them to discuss.
· Applicant receives a holding email

	London Course – Refer to AST
	Please use for all London Campus clearing enquiries

	· Sends the application to Admissions. 
· Admissions will contact them to discuss.
· Applicant receives a holding email 




List of Acronyms 

	C
	Conditional offer, applicant has not replied

	CF
	Conditional offer, applicant has replied as Firm choice with Northumbria 

	CI
	Conditional offer, applicant has replied as Insurance choice with Northumbria. This applicant will have chosen another institution as their Firm choice

	CD
	Conditional offer, applicant has Declined place

	CIUF
	Applicant is Insurance with Northumbria, we have confirmed their offer and they have unfortunately been rejected by their Firm choice

	CFUF
	Applicant is Firm with Northumbria, we have confirmed their offer and they are now placed at Northumbria

	R (Reject)
	Applicant has received an unsuccessful decision on their application

	W
	Applicant has Withdrawn their application

	U
	Unconditional offer, applicant has not replied

	UF
	Unconditional offer, applicant has replied as Firm choice with Northumbria

	AST
	Applicant Services Team
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